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CIPPS INTRODUCTORY PAYROLL TRAINING

AUTOMATICALLY GENERATED REPORTS

REPORT
NUMBER REPORT NAME HOW INITIATED/RECEIVED INFORMATION PRESENTED USE
RDMS RDMS Manifest Daily, automatically Lists all reports generated during Ensure that all reports have been
Manifest overnight processing - Should receive received and verified prior to
this report and an Input Transaction certification of payroll
Listing (#1001) for batch 0 daily
1001 Input Transaction Daily, automatically - Upon input | All batch transactions keyed (agency Verification that all applicable batch
Listing and DOA) transactions were keyed
1006 Change Listing Automatically - when changes are | Prior value and current value based on Verify that masterfile changes were
or entered to CIPPS masterfiles the change. Listed in employee order or | entered correctly, especially relating to
1010 type of change order (#1010) salary or wage amount
1009 Employee Diagnostic Automatically - when payroll The employee number, the change or Provides an opportunity for errors to be
transactions cannot process as transaction that was not accepted, a brief | corrected in a timely manner so
entered reason for not processing transactions can be rekeyed after
appropriate changes have been made
1013 New Employees Added | Addition of new employee record | Employee number and name Notification that a new record has been
added to the system so employment,
salary/wage, and all other applicable
information can be verified.
1017 Updated Pending File | Automatically - when batch Entry date, sequence number, employee | Verify that no transactions have an

transactions are added to the
pending file from input or payroll
processing

number, transaction type, and other
relative information (i.e., ded. or special
pay number, hours, dollars, etc.), and
the action being taken with each
transaction (added or deleted)

entry date prior to the ending date of the
current pay period. If so, research is
required to determine if the transaction
should be deleted or if masterfile
changes are required in order for the
transaction to process.
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REPORT
NUMBER

REPORT NAME

CIPPS INTRODUCTORY PAYROLL TRAINING
REPORTS GENERATED UPON REQUEST

HOW INITIATED/RECEIVED

INFORMATION PRESENTED

USE

U104

CIPPS Payroll
Edit/Scrub Request

Input by each agency as needed to
request edits

By agency, the frequency(ies) being
edited, the pay period and check dates,
and the time keyed.

To ensure edits are requested for each
pay period prior to pay to ensure the
accuracy of payroll transactions.
Ensure requests are entered timely and
accurately.

Transaction Balance
Report

Upon Request for Edit or Pay

Batch transactions sorted by batch
number that were accepted

Verify that transactions keyed passed all
nightly batch processing edits

Batch Summary

Upon Request for Edit or Pay

Batches keyed are listed in numeric
order, with notation as to whether or not
the batch is in balance

Ensure that any out-of-balance batch
has been researched and any deleted
transaction has been researched

10 - EDIT

Payroll & Deduction
Register - PRE-CALC

Upon request for Edit

Gross-to-net calculation of all payroll
transactions, automatic and batch,
including all types of payments,
deductions, and benefits, that will
process with this payroll.

March 2005
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Ensure that all batch transactions,
deductions, new and changes, automatic
salary payments, tax changes, etc. were
processed properly prior to processing
the payroll.
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DEPARTMENT OF ACCOUNTS
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Module 9 — Reports Review

CIPPS INTRODUCTORY PAYROLL TRAINING
KEY REPORTS GENERATED WITH PAYROLL PROCESSING

REPORT REPORT NAME INFORMATION PRESENTED USE
NUMBER
U102 CIPPS Payroll Hard copy of information entered online by the agency to To certify the correctness of payroll transactions to be processed, including
Certification Report | certify the payroll for processing. the total gross dollars to be paid, authorizing DOA to process the payroll.
10 - PAY Payroll & Deduction | Gross-to-net calculation of all payroll transactions - including | Verification of final payroll totals and accuracy of payroll processing.
Register - update of year-to-date amounts.
ACTUAL
PAYROLL
15 Checks Issued Listing of each employee receiving an actual check, the name Verification that there are no extraordinarily large or small net amounts
Register of the recipient of any third-party check for a garnishment or being issued
support payment, and the net amount of the check.
21 Deduction Register This report is generated for each deduction and sub-deduction | Verification that deductions were withheld/charged appropriately and those
number, listing each employee who had this deduction tax-sensitive deductions were set up correctly.
withheld and the amount of the deduction. Agency-paid
deductions are also provided.
26 Direct Deposit Lists each employee who has an active deduction established Verification that there are no extraordinarily large net amounts being
Transmission for direct deposit to checking or savings, and the amount of the | transferred
transfer.
33 Composite Tax Provides the total gross amount paid, and the taxable amount Ensure no taxes were withheld in certain categories (i.e., FUTA, DI) in
Report and taxes withheld for each tax category (federal, state, which state employees do not contribute. Verify that tax-sensitive
OASDI, HI, etc.) for employee and, where applicable, deductions and payments were taxed correctly. This function is performed
employer. Reflects tax masterfile totals. Totals are provided automatically with the monthly 10 to 33 comparison, using year-to-date
for other states, where applicable. amounts
59 Gross Pay Limit Lists employees, if any, whose gross wages, including all types | Verification that payments are correct and in accordance with available
Exceeded of pays, exceed the limit established at the agency level. documentation.
(Default value is double base salary)
U003 Third-Party Check Lists each third party agency check, as well as the amount of Verification of deduction totals and distribution of checks to third party

Reconciliation
Register

the federal tax deposit being electronically transferred.

March 2005
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CIPPS INTRODUCTORY PAYROLL TRAINING
KEY REPORTS GENERATED WITH PAYROLL PROCESSING

REPORT
NUMBER REPORT NAME INFORMATION PRESENTED USE
12 Manual Checks Issued | By Office, Employee number and name, check | To ensure that only authorized, valid changes to employee masterfile
number, date, and amount, any manual pay set records are entered. To ensure that all payroll-related items that were
that was entered to make changes to an handled outside of the payroll system, are recorded in the employee
employee’s masterfile. masterfile record.
13 Adjustment Register By Office, Employee number and name, the To ensure that refunds or increases/decreases to current special
amount of any refund or increase or decrease in | payments, taxes, or deductions, are valid and authorized. Special
the current amount being paid for special attention should be paid to changes to taxes or tax-sensitive deductions
payments or being withheld for taxes or and special payments.
deductions.
U094 New Hire Report All employees that have been hired within the All new hires must be reported to the VEC to ensure the employees are
time frame of the report. DOA automatically not under a child support withholding order. The U094 reflects the
produces the U094. information that is automatically sent to the VEC for this purpose. A
review of this report is necessary to insure that all information has been
reported.
U118 Gross Pay Differences | By frequency paid, the pay type (regular-3 or Ensures that any difference between the amount authorized and certified

Report

special-9), the amount authorized for payment,
the amount that actually paid, and the amount of
the difference.

and the amount actually paid can be identified. Ensure that transactions
added or deleted after certification are accounted for and approved for
payment or deletion. Explanation for differences can be hand-written
on this form for faxing back to DOA.
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CIPPS INTRODUCTORY PAYROLL TRAINING
REPORTS FOR CIPPS TO CARS RECONCILIATION

REPORT
NUMBER REPORT NAME HOW INITIATED INFORMATION PRESENTED USE
U033 Detail Payroll With Payroll Processing — to Shows how each employee's payroll and | Ensure that expenditures are appropriate
Expenditures Report reflect posting of payroll benefits are being posted in CARS and and correctly charged against agency
expenditures to CARS charged to the agency. budget.
U023 Summary of Payroll With Payroll Processing — to This report provided totals that should Verify that charges were posted
Expenditures reflect posting of payroll mirror the charges to CARS through appropriately to CARS in order to
expenditures to CARS payroll processing ensure agency expenditures do not
exceed appropriation
CARS 401 | Weekly Reconciliation | By payroll interface to CARS - By transaction type, the amounts Ensure that all payroll expenditures are
of Transactions Posted | agency expenditures posted charged for gross payroll and agency accurately and timely posted to CARS
to CARS paid fringe benefits. to ensure expenditures do not exceed
appropriation.
CARS 107 | Error/Audit Through interface of payroll Payroll items that did not post to CARS | Monitor progress to ensure errors are

expenditures to CARS

are listed. Total payroll for this cycle
should be the total of the 401 and any
items appearing on the 107.
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REPORT
NUMBER

CIPPS INTRODUCTORY PAYROLL TRAINING

MONTHLY RECONCILIATION OF TAXABLE WAGES ("'10 TO 33")

REPORT NAME

HOW INITIATED

INFORMATION PRESENTED

USE

U092

CIPPS year-to-date
10/33 Reconciliation
Company Summary

By DOA at month end

Agency summary totals of gross pay,
items exempt from FIT, SIT, and FICA,
all taxable wages and taxes withheld.
Page 3 of this report lists employees
who have an exceptional condition and
the exception.

To ensure employee and tax master files
reflect the same information and that all
required adjustments/ corrections have
been made.

CIPPS Year-To-Date
10/33 Reconciliation
Employee Exception
Report

By DOA at month end

The report format and information
presented is the same as on the U092,
except it is presented for each employee
appearing on Page 3 of the U092.
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To ensure the correctness of employee
and tax master files on a routine basis in
order to accurately certify quarterly tax
requirements and annual W-2
information
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REPORT
NUMBER

REPORT NAME

CIPPS INTRODUCTORY PAYROLL TRAINING
MONTHLY VERIFICATION OF VRS BENEFITS

HOW INITIATED

INFORMATION PRESENTED

USE

uo16

Monthly Contribution
Worksheet

With Payroll Processing

Reflects information being provided to
VRS on a semi-monthly basis

Verify that all eligible employees are
being reported properly for retirement
credit - Compare with VRS-50 Report,
Statement of Account, Retirement
Contribution Accounting, and the VRS
Retirement/Group Life Contributions
Subsystem, Employer Payroll-VRS-
1500 Dollar/Service Details.

VRS Discrepancy
Report

With Payroll Processing

Lists employees who have erroneous
data in their masterfile for retirement
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REPORT
NUMBER

REPORT NAME

CIPPS INTRODUCTORY PAYROLL TRAINING
MONTHLY AUTOMATED RECONCILIATION OF HEALTH CARE COSTS

DESCRIPTION

USAGE

U107

Health Care Exception
Report

Identifies CIPPS and/or BES records,
which have a variance.

Lists credits due and charges in separate columns and individually totaled.
Each must be reviewed to ensure the charges and credits are correct. If a
credit is due, the agency must request it.

Monthly Health Care
Reconciliation
Summary

Provides a summary of the total health
care costs for the coverage selected in
BES, the total amount collected in
CIPPS, and the identified difference.
(totals of U107 & U110)

Enter any adjustment amount carried forward from the Health Care
Adjustments Worksheet to determine the Adjusted Difference amount.

Benefits Eligibility
System (BES)
Premium Listing

Provides a listing of the eligibility
information in BES by provider and
group number.

This report is a BES bill for the self-insured products (COVA Care and
Kaiser) which supports the BES premiums due amount on the summary. It
may be used to determine an employee’s coverage in BES.

Invalid Health Care
Plan/Provider Codes

Lists all employees with an invalid plan
or provider code in BES or CIPPS.

Review each exception and take corrective action. Transactions found on
this report have not been included in the automated reconciliation.
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CIPPS INTRODUCTORY PAYROLL TRAINING
RECONCILIATION OF QUARTER END REPORTS

REPORT
NUMBER REPORT NAME HOW INITIATED INFORMATION PRESENTED USE
880 Employee Quarterly By DOA at Quarter End By employee, gross pay, all taxable Verify that employee and tax master
Composite Tax Report wages, and taxes withheld files correctly reflect the taxing and
reporting of all amounts paid. The final
page contains agency totals
881 Employee Quarterly By DOA at Quarter End By employee, gross pay, all taxable Verify that employee and tax master
Composite Tax Report wages, and taxes withheld for other than | files correctly reflect the taxing and
Virginia state taxing, or other exceptions. | reporting of all applicable amounts.
56 Quarterly Composite By DOA at Quarter End The summary totals, combining each Quarterly Certification of Agency Totals
Tax Report employee as shown on Report 52 to DOA
U090 FIPS Code Error By DOA at Quarter End Lists employees who do not have a FIPS | Notification to agency that a FIPS code
Report code does not exist for these employees
uo0s7 Quarterly Employee By DOA at Quarter End Number of employees per FIPS code VEC reporting of employment by
Count for SUI demographic area.
Purposes
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